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An introduction to the field of technical communication, this sourcebook is designed especially
for those instructors who are new to teaching the service course.
In today's fast-paced work environment,where e-mail, fax machines, and FedEx have
transformed the waypeople communicate, the ability to write succinctly and effectively onthe
job can mean the difference between gaining or losing business. Based on the belief that real
world simulations of workplace writingsituations provide the best opportunities for
improvement, this bookinvites readers to consider actual relationships, situations, and
theintangible elements that affect workplace writing. The tips and techniques offered in this
book help readers developcritical thinking abilities in conjunction with occasions to
practicerealistic workplace writing. Individual scenarios of various lengthsand levels of
complexity provide abundant opportunities for readersto practice technical writing forms and
learn about importantprinciples. Technical writers, business people, writersand workers training
for such positions.
An updated edition of the classic guide to technical communication Consider that 20 to 50
percent of a technology professional's time is spent communicating with others. Whether
writing a memo, preparing a set of procedures, or making an oral presentation, effective
communication is vital to your professional success. This anthology delivers concrete advice
from the foremost experts on how to communicate more effectively in the workplace. The
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revised and expanded second edition of this popular book completely updates the original,
providing authoritative guidance on communicating via modern technology in the contemporary
work environment. Two new sections on global communication and the Internet address
communicating effectively in the context of increased e-mail and web usage. As in the original,
David Beer's Second Edition discusses a variety of approaches, such as: * Writing technical
documents that are clear and effective * Giving oral presentations more confidently * Using
graphics and other visual aids judiciously * Holding productive meetings * Becoming an
effective listener The new edition also includes updated articles on working with others to get
results and on giving directions that work. Each article is aimed specifically at the needs of
engineers and others in the technology professions, and is written by a practicing engineer or a
technical communicator. Technical engineers, IEEE society members, and technical writing
teachers will find this updated edition of David Beer's classic Writing and Speaking in the
Technology Professions an invaluable guide to successful communication.
The unique and practical Materials Handbook (third edition) provides quick and easy access to
the physical and chemical properties of very many classes of materials. Its coverage has been
expanded to include whole new families of materials such as minor metals, ferroalloys, nuclear
materials, food, natural oils, fats, resins, and waxes. Many of the existing families—notably the
metals, gases, liquids, minerals, rocks, soils, polymers, and fuels—are broadened and refined
with new material and up-to-date information. Several of the larger tables of data are expanded
and new ones added. Particular emphasis is placed on the properties of common industrial
materials in each class. After a chapter introducing some general properties of materials, each
of twenty-four classes of materials receives attention in its own chapter. The health and safety
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issues connected with the use and handling of industrial materials are included. Detailed
appendices provide additional information on subjects as diverse as crystallography,
spectroscopy, thermochemical data, analytical chemistry, corrosion resistance, and economic
data for industrial and hazardous materials. Specific further reading sections and a general
bibliography round out this comprehensive guide. The index and tabular format of the book
makes light work of extracting what the reader needs to know from the wealth of factual
information within these covers. Dr. François Cardarelli has spent many years compiling and
editing materials data. His professional expertise and experience combine to make this
handbook an indispensable reference tool for scientists and engineers working in numerous
fields ranging from chemical to nuclear engineering. Particular emphasis is placed on the
properties of common industrial materials in each class. After a chapter introducing some
general properties of materials, materials are classified as follows. ferrous metals and their
alloys; ferroalloys; common nonferrous metals; less common metals; minor metals;
semiconductors and superconductors; magnetic materials; insulators and dielectrics;
miscellaneous electrical materials; ceramics, refractories and glasses; polymers and
elastomers; minerals, ores and gemstones; rocks and meteorites; soils and fertilizers;
construction materials; timbers and woods; fuels, propellants and explosives; composite
materials; gases; liquids; food, oils, resin and waxes; nuclear materials. food materials
Whether a proposal is a solicitation for funds, a project bid, or an internal call for action, the
techniques for creating it are the same. Because of this, there has long been a need for a
general but comprehensive work on the subject of proposal writing that is well-written and easy
to follow. This book takes a thorough look at what makes these documents work and the steps
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involved in putting together a winning proposal--from in-house memos to voluminous bids for
government contracts. The authors explain exactly what an effective proposal is and what it
should do. They even discuss how to prepare for the oral presentations that are often required
in the final evaluation process. Nearly 50 examples of sample documents, abstracts, tables of
contents, formats, and headings complement their clear and concise text.
Engineers are smart people. Their work is important, which is why engineering material should
be written as deliberately and carefully as it will be read. Engineering Writing by Design:
Creating Formal Documents of Lasting Value demonstrates how effective writing can be
achieved through engineering-based thinking. Based on the authors’ combined experience as
engineering educators, the book presents a novel approach to technical writing, positioning
formal writing tasks as engineering design problems with requirements, constraints, protocols,
standards, and customers (readers) to satisfy. Specially crafted for busy engineers and
engineering students, this quick-reading, conversational text: Describes how to avoid logical
fallacies and use physical reasoning to catch mistakes in claims Covers the essentials of
technical grammar and style as well as the elements of mathematical exposition Emphasizes
the centrality of the target audience, and thus the need for clear and concise prose
Engineering Writing by Design: Creating Formal Documents of Lasting Value addresses the
specific combination of thinking and writing skills needed to succeed in modern engineering. Its
mantra is: to write like an engineer, you must think like an engineer. Featuring illustrative
examples, chapter summaries and exercises, quick-reference tables, and recommendations
for further reading, this book is packed with valuable tips and information practicing and
aspiring engineers need to become effective writers.
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The Art of Technical Documentation presents concepts, techniques, and practices in order to
produce effective technical documentation. The book provides the definition of technical
documentation; qualities of a good technical documentation; career paths and documentation
management styles; precepts of technical documentation; practices for gathering information,
understanding what you have gathered, and methods for testing documentation; and
considerations of information representation, to provide insights on how different
representations affect reader perception of your documents. Technical writers and scientists
will find the book a good reference material.

This easy-to-read, concise book is filled with examples, hints, reminders and
reviews designed to help engineers and scientists develop effective writing skills.
Use the book to learn to write better reports, memos, and journal articles and
keep it close at hand when you have questions about organization, clarity and
style, writing and revising rough drafts, graphics, workplace writing, computers in
writing, and legal issues in writing. The book also contains four helpful
appendices on common errors, equations and abbreviations, preparing
manuscripts for publication, and documenting information sources. Effective
Writing Strategies for Engineers and Scientists provides easy training for the type
of writing required of engineers and scientists, gives specific advise for conveying
complicated information, and describes how to synthesize information according
to specific writing strategies. It is a "must" for every scientist's and engineer's
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bookshelf.
A comprehensive reference manual to the Certified Quality Inspector Body of
Knowledge and study guide for the CQI exam.
Web Content Rx is a hands-on primer that shows anyone—even technical
novice—show to write high-quality, keyword-laden, search engine optimized Web
content. Based on the latest research on how people read the Web, it also
includes numerous tips, tricks, and techniques on writing a blog, training, and
creating an audio or video podcast. This must-have reference is for anyone
working on the Web. Webmasters can avoid losing projects for lack of content.
Business people can now create effective, readily understood Web content about
their services or products. eBay sellers can create powerful online
advertisements and photograph your products to maximize their appeal.
Technical writers, and those who write for industry, will appreciate the extensive
safety-related material.
Programs in technical writing, technical communication, and/or professional
communication have recently grown in enrollment as the demand among
employers for formally prepared technical writers and editors has grown. In
response, scholarly treatments of the subject and the teaching of technical writing
are also burgeoning, and the body of research and theory being published in this
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field is many times larger and more accessible than it was even a decade ago.
Although many theoretical and disciplinary perspectives can potentially inform
technical communication teaching, administration, and curriculum development,
the actual influences on the field's canonical texts have traditionally come from a
rather limited range of disciplines. Innovative Approaches to Teaching Technical
Communication brings together a wide range of scholars/teachers to expand the
existing canon.
If you can write clear, concise instructions, then you can be a technical writer.
Learn, step-by-step, how to turn your creative writing talent into a highly lucrative
career, where you get paid big money consistently to use your writing skills.
This book offers insight into engineering careers. With it, the reader may gain a
better understanding about a possible career as an engineer, including
preparation that will serve in the process. The book offers a number of different
engineering career opportunities, looking at specialities and cross-specialty
opportunities. The book also provides insight into areas infrequently covered
within the college curriculum, such as technical writing skills, presentations,
career mentors, ethics, and intellectual property. The book could be a handy
reference text for career counselers in high school, college, and industry.
For one-semester freshman/sophomore-level courses in Technical Writing; and
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an excellent reference for any course that requires technical writing. Using a
reader-friendly approach that is incremental and cumulative, this short,
uncluttered guide to technical writing shows students how to take the structures,
patterns, and strategies of writing learned in a Basic Composition course
(summary, process, analysis, and persuasion) and apply them in different kinds
of technical documents. Direct practical explanations, copious real-world
examples, and a variety of "role-playing" exercises lead students through the
process of document production and assessment or what the author calls
"transactional" writing: getting another person to read one's material, presenting
such material clearly and accurately, and adhering to standards of format
acceptable in the field. Unlike most other texts (which focus on the writing needs
in the executive domain of the major corporation only), this guide covers a variety
of non-corporate working environments that also require skill in technical
communications (e.g., social service agencies, institutions, and small
businesses).
Such readers find allusions in Rice's work to that of Horace Walpole's The Castle of Otranto, to
Ann Radcliffe's gothic romances, such as The Mysteries of Udolpho, and to Bram Stoker's
Dracula, as do such present-day authors as Clive Barker, Robert R. McCammon, and Stephen
King.
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By combining research sources with an annotated bibliography this reference title locates the
sources that offer practical solutions to business and technical communication problems.
This book grows out of the insights and proficiencies gained through teaching undergraduate
and graduate students in onsite, online, and blended formats for almost three decades. Using
a practitioner focus, it proffers best practices utilized and validated during the process of
successfully instructing students in writing their scientific or technical proposals, professional or
business reports, and academic papers or doctoral dissertations at premier American
universities. The book guides facilitators through syllabus creation, discussion management,
and open educational resources use, while specifically offering strategies and support to the
underserved online writing teachers who utilize multimedia materials and virtual discussions in
learning management systems to reach out to students. Also, insider insights and specialist
knowledge on using visual creation tools and open educational resources are shared. The text
is a must-have handbook for undergraduate and graduate teachers, and particularly fills the
need for a helpful sourcebook for remote teaching in a post-COVID world.
This is the eBook of the printed book and may not include any media, website access codes,
or print supplements that may come packaged with the bound book. For courses in Technical
Communication. Fully centralizes the computer in the technical workplace, presenting how
writers use computers throughout their communication process. The networked computer, from
smartphone to mainframe, has become the central hub of written, spoken, and visual
communication in today’s scientific and technical workplace. Firmly rooted in core rhetorical
principles, Technical Communication Strategies for Today presents computers as thinking
tools that powerfully influence how we develop, produce, design, and deliver technical
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documents and presentations. This popular text helps communicators draft and design
documents, prepare material for print and web publication, and make oral presentations.
Speaking to today's readers, the narrative is “chunked,” so that readable portions of text are
combined with graphics and can be “raided” by readers seeking the information they need.
Retaining these features, the 3rd Edition of Technical Communication Strategies for Today
also marks an important shift to drawing readers’ attention to the centralization of innovation
and entrepreneurship in the technical workplace. Revised chapters, new case studies, and
new exercises and projects demonstrate that those who know how to write clearly, speak
persuasively, and design functional and attractive texts will be the most likely to succeed in
today’s innovation-based and entrepreneurial workplace. Technical Communication Strategies
for Today , 3rd Edition is also available via Revel™, an interactive learning environment that
enables students to read, practice, and study in one continuous experience. Learn more.
Technical writing on the job - Collaboration and ethics - Audience - Organization - Revision and
style - Document design - Writing for the Web - Definition - Description - Instructions,
procedures, and process explanations - Formal report elements - Short and long reports Types of reports - Letters, memos and email - Career communication and workplace strategies
- Oral presentations - Technical writing: advice from the workplace - Guidelines for grammar,
punctuation, and mechanics.
Much of contemporary communication occurs between and among small groups, whether in
person in a work setting or on the Internet via email, Facebook, or instant messages. How we
engage in our small-group communication in each medium matters. To be effective we have to
consider our group roles, norms, cohesion, process, and phases of development, as well as
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our personal verbal and nonverbal communication and listening styles. To succeed as a
member of a team, we need to consider the limits of our personal experience and perspective,
recognize the creative strength of diverse perspectives in decision making and problem
solving, develop our conflict-management skills, and strengthen our leadership skills. To be
successful necessitates an understanding of group process, participation style, ethical group
behavior, and the influences of the medium. Small Group and Team Communication explores
all these different interconnections and the communication strategies we use in our work and
social groups. The authors use the systems perspective as their core approach throughout the
text, treating small groups as complex open systems reliant upon communication to achieve
success. Many chapters highlight the importance of considering ethics and diversity in relation
to a variety of topics. Harris and Sherblom address the growing influence of computermediated communication to this discipline. Real-world, applied examples show students that
what they’re learning aren’t simply abstract concepts, but knowledge that will serve them
outside the classroom.
Demonstrates the features of Microsoft Access while explaining how to create, edit, maintain,
and query a database
Examining books on different topics as these appeared during the Renaissance allows us to
see developments in the use of graphics, the shift from orality to textuality, the expansion of
knowledge, and rise of literacy, particularly among middle-class women readers, who were an
important audience for many of these books. Changes in English Renaissance technical books
provide a new, and as yet largely unexplored means of viewing the Renaissance and the
dramatic changes that emerged during the 1475-1640 period, the first years of English printing.
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Covering various types of technical writing, including information on telecommunications and
international communication factors, this text includes the basics of grammar, punctuation and
mechanics, as well as providing 28 readings with additional material on subjects such as
business etiquette for the 90s and the use of colour in technical documents. Models and
exercises to help reader the basics in constructing various types of technical documents.
This volume brings together a selection of contributions presented at the 15th European
Symposium on Languages for Special Purposes, held at the University of Bergamo (Italy) from
29 August to 2 September 2005. The conference title, «New Trends in Specialized Discourse»,
reflects the emphasis given to recent orientations in research, coming from established as well
as new authors in the field. As suggested by the title of this volume, the analysis of specialized
discourse calls for a specialized discourse analysis. When applied linguists deal with
vocational discourses, they are faced with a double challenge: on the one hand, an
understanding of textualisations often alien to the general language; on the other hand, the use
of analytical tools designed specifically for their investigation. The studies presented in this
volume position themselves somewhere along this continuum, focusing alternatively on
converging/diverging features of texts and discourses.
Engineering? Computer Science? Marketing? Nursing? Whatever your field of study or
profession, one skill is essential: the ability to communicate effectively. TECHNICAL
COMMUNICATION leads you through the principles and strategies of effective technical
writing and speaking. This book teaches you how to consider audience, purpose, and
persuasion while adapting organization, graphics, language, and design to prepare a variety of
important documents, such as e-mail messages, letters, job applications, instructions, technical
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descriptions, reports, proposals, and technical presentations. This Canadian book will be an
indispensable resource during your studies and in the professional world.
Today, it has been said, the world is "flat," as online media allow information to move easily
from point to point across the earth. International legal differences, however, are increasingly
affecting the ease with which data and ideas can be shared across nations. Copyright law, for
example, affects the international flow of materials by stipulating who has the right to replicate
or to share certain kinds of content. Similarly, perspectives on privacy rights can differ from
nation to nation and affect how personal information is shared globally. Moreover, national
laws can affect the exchange of ideas by stipulating the language in which information must be
presented in different geopolitical regions. Today's technical communicators need to
understand how legal factors can affect communication practices if they wish to work
effectively in global contexts. This collection provides an overview of different legal aspects
that technical communicators might encounter when creating materials or sharing information
in international environments. Through addressing topics ranging from privacy rights and
information exchange to the legalities of business practices in virtual worlds and perspectives
on authorship and ownership, the contributors to this volume examine a variety of
communication-based legal issues that can cause problems or miscommunication in
international interactions. Reviewing such topics from different perspectives, the authors
collectively provide ideas that could serve as a foundation for creating best practices on or for
engaging in future research in the area of legal issues in international settings.
"Plan, structure, write, review, publish"--Cover.
This volume is the only book-length bibliography on the important topic of teaching revising
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and editing.

Technical WritingPrinciples, Strategies, and ReadingsLongman Publishing Group
Taking Your Library Career to the Next Level: Participating, Publishing, and Presenting
helps librarians establish a brand and name recognition in their area of expertise,
suggesting how to write winning proposals for both publication and presentation and
places to publish. In addition, it covers how to conquer fears of public speaking and
how to make presentations more dynamic. As professional development is important in
most library settings to earn or maintain credentials, this book helps academic librarians
look for opportunities to earn tenure, also helping special librarians look for ways to
focus their training on a narrow subject area. Regardless of their reason for looking for
professional development opportunities, librarians of all types will find satisfaction in
contributing to the profession at a higher level. Participating in professional
conversations and decision-making that impacts others in the field, and sharing
knowledge through publishing and presenting are great ways to become better
librarians. Helps librarians establish an area of specialty and generate name recognition
in their sub-field Provides guidance on the writing process and publishing opportunities,
also touching on places to present material Includes guidance on establishing a brand,
writing successful proposals, and being a dynamic speaker
This is designed to be a seminal textbook for researchers and teachers of scientific and
technical communication. It draws together contributions from scholars in the field,
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covering the three broad themes of theory, practice and program design, while focusing
on topics of contemporary concern. These include insights into the relevance of
cognitive psychology for technical communication; ethics and multicultural issues;
impact of new technologies; visual communication; design of teaching and research
programmes; and quality and evaluation.
New to this edition: Up-to-date information on on-line research and computer
resources. A unique four-way access system enables users of the Handbook of
Technical Writing to find what they need quickly and get on with the job of writing: 1.
The hundreds of entries in the body of the Handbook are alphabetically arranged, so
you can flip right to the topic at hand. Words and phrases in bold type provide crossreferences to related entries. 2. The topical key groups alphabetical entries and page
numbers under broader topic categories. This topical table of contents allows you to
check broader subject areas for the specific topic you need. 3. The checklist of the
writing process summarizes the opening essay on "Five Steps to Successful Writing" in
checklist form with page references to related topics, making it easy to use the
Handbook as a writing text. 4. The comprehensive index provides an exhaustive listing
of related and commonly confused topics, so you can easily locate information even
when you don't know the exact term you're looking for.
Technical Writing: Principles, Strategies, and Readings offers a flexible combination of
instructional chapters and readings that reflect the variety of emphases in today's
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technical writing classroom. The fifteen instructional chapters offer a general
introduction to technical communication, while 24 articles from professional journals
and Web sites which constitute about one-fourth of the text offer insight and advice on
specific communication topics, including writing for the Web. Strategy Boxes in each
chapter also introduce students to important subjects related to technical
communication, such as voice mail and videoconferencing. Each concise and selfcontained instructional unit includes extended models and exercises which can be used
in class or for collaborative or homework assignments. Students who study technical
writing as part of their career preparation in science, business, engineering, social
services, and technical fields will find this text particularly useful.
"This book is a collection of work to assist any professional who needs to deal with
ethical issues, write up a technical project, give or develop a presentation, or write
material for an online audience"--Provided by publisher.
This is the eBook of the printed book and may not include any media, website access
codes, or print supplements that may come packaged with the bound book. Technical
Communication: Process and Product, 8e by Sharon J. Gerson and Steven M. Gerson,
provides a proven, complete methodology that emphasizes the writing process and
shows how it applies to both oral and written communication. With an emphasis on real
people and their technical communication, it provides complete coverage of
communication channels, ethics, and technological advances. This edition includes
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information on dispersed teams, collaboration tools, listening skills, and social
networking. Using before/after documents, authentic writing samples and skill-building
assignments, the book provides a balance of how-to instruction with real-world
modeling to address the needs of an evolving workplace.
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